[Type your address here]

[Type your city, state, and zip code here]

May 26, 2009

[Type recipient's name here]

[Type address here]

[Type city, state and zip code here]

Dear [Type recipient's name here]:
[Type 1st body paragraph here]

[Type 2nd body paragraph here]

[Type 3rd body paragraph here]

Sincerely,
[Type your name here]
